Degartment of Transportation ORDER

Office of the Secretary | OST 1320.4B

Washington, D.C.
8-4-78

SUBJECT: DI STRI BUTI ON REPRESENTATI VES

I.  PURPCSE. This Oder requires the designation of a Distribution
Representative in each Director's O fice of the Office of the
Secretary  (QST).

2. CANCELLATION.  OST 1320.4A, Di stribution Representatives ofZ/4/0.

3. BACKGROUND. Printed material received from the Distribution Operati ons
Unit, in the OST Office of Administrative Qperations, should be keyed to
the function of the receiving organization. To assure the receipt of
rel evant material it is necessary to keep the Distribution Requi renent s
Section, in the OST Ofice of Admnistrative Qperations, informed of
current needs. This liaison is accon'PIished by the Distribution
Representative in each Director's Office throughthe 03T Distribution
Control Officer, M-482, in the QST Office of Admnistrative Qperations.

4. ACTI ON REQUI RED.

a. Each Ofice Director will designate a Distribution Representative and
informthe QST Distribution Control Officer, M-482, of t he
designation and any subsequent changes to it.

b. Each Ofice Distribution Representative wll:

(1) Prepare distribution forms, reconmendations, and instructions
to establish, change, or cancel distribution lists, and to
establish or change copy requirenments for conponents of their
or gani zat i ons.

(2) Conduct annual canvasses of special and/or external lists as
Instructed:

(3)) Prepare and submit requests for distribution; and

(4) Recometnd i nitial stock [evels and reorder points for
publications to be stocked for subsequent distribution.

DisTRisUTion: AL Secr et ari al (-]_‘f_i ces . gpli: OFfice of
Al Qperating Adm nistrations (info) Adm nistrative
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c. Volume requirements, cancellations and changes in routing symbols
will be sent to the Distribution Requirenents Section through the
OST Distribution Control Oficer.

5. EFFECTIVE DATE. This Oder is effective 30 days after date of issue.

FOR THE SECRETARY OF TRANSPORTATI ON:

R. 3. Alfultis
For the Assistant Secretary
for Administration




